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sesretary-Typlet, (8wl Yaosant

Beports Division (p/R), OfER
offies of tha Chiefl

A Sesretary-Typist, D/R, acts ss seoretary to the Chief, b/R and assigts .
in the internal administration of D/Re Hast be thoroughly familiar with
administrative snd office socodurss and keep the Chlef, D/R, sdvised of
priorities, appointments,. conferences, and other pertinent srttors. Maeb
be femiliar with O/ER staff procedures end able to follow accepted forms of
gsorrespondence ﬁt&mﬂ: direction. Assists in the operations of the goveral
Sranches of D/R as requireds

Takes rapid dietation snd types rough notes end &rafts in final form
with a minimm of divection. Frepares youkine reports from rough notes end
dratte, including such Ltomn a8 memprands, letbers of tranemittal, and official
gorrespondence for the gigmture of the AD/BR ané the Chiel, D/R.

Bequires in Yyping not only faeility and speed but also & high degree of
socurasy snd neatness and cisamness of oopy in order o CONBAYVE time and
waterials, meintain an aninterrupted flow of work under pressura, aud inaure
the mechanical soprestness of the final SOpY for despatche

Typea rough drafts into wtencila and 4itto sheets when naseszary with &
gdnimm of directions Mhms the ditto mashine as rogquired.

Requires initiative, aleriness, and versatility. Must be able to edapt
nersslf readily ‘o jnoreasing regponsibilitien.
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